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MEMORANDUM FOR: Executive Officer to the DDMéS 
SUBJECT > MSAG Office/Conference Room 


REFERENCE + Memo dtd 26 Apr 74 to D/L £m EO/DDMES, 
Subj: same 


1. Reference is made to our telephone conversations 
of 30 April and 10 May concerning subject and reference, 


2. AS you are well aware, space of any type in the 
Headquarters Building is very scarce, We certainly can 
establish a requirement for an MSAG office/conference room, 
however, and can, in due course, fulfill the requirements. 


3. You also stated your wish to examine the means by 


STATINTL which administrative suppor rendered to the DCI MAC, 
To that ond, iaintis Assistant Chief, Logistics 
Services Division, L, a MAG member for some 10 months, has 


outlined the methods of operation and the division of respon- 
sibility within the MAG (see attachment). 


4. Please advise if you wish us to pursue the search 
for suitable space for an MSAG office/conference room, 


TATINTL es 
Assistant Executive 0 ficer, OL 


Att 


OL 4 2288a 
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MEMORANDUM FOR: Special Assistant to the Director of Logistics 


SUBJECT : Administrative Support of the DCI Management 
Advisory Group (MAG) 


1. As you requested, this memorandum summarizes the means 
by which administrative support is provided to the DCI MAG. 


2. Attached is an Employee Bulletin describing the organi- 
zation and function of the DCI MAG. A MAG Advisor is also 
appointed by the DCI to provide guidance and continuity. At any 
given point in time, both the MAG Chairman and the MAG Advisor 


provide administrative support and the division of responsibility 


between the two is generally described in the following paragraphs. 


3. The MAG Chairman is responsible for: 


a. Providing a conference room for the monthly MAG 
business meeting and making arrangements with the Execu- 
tive Dining Room for the monthly dinner meetings. 


b. Obtaining secretarial support for the preparation 
of any MAG papers to be sent to the DCI during his chair-. 
manship. 


c. In conjunction with the MAG Advisor, preparing 
the agenda for the MAG business meeting and the monthly 
MAG meeting with the DCI. 


d. Obtaining a guest speaker for the monthly dinner 
meeting. 


4, The MAG Advisor, in this case ae of the 
DCI Executive Secretariat, is responsible for: 


a. Maintaining all official MAG files. 


b. Coordinating with the DCI to.ensure that all 
MAG papers are promptly brought to his attention and 
that those papers which require comment by the line 
managers of the Agency are promptly answered. 


_ ¢. Providing feedback to MAG on all papers sub- 
mitted to the DCI. (Feedback is also provided by the 
DCI during his monthly meeting with MAG.) 
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SUBJECT: Administrative Support of the DCI Management 
Advisory Group (MAG) 


d. Scheduling monthly MAG meetings with the DCI. 


©. Resolving any difficulties MAG may encounter 
in Securing information from line managers, 


f. Guiding MAG in its interface with the DCI and 
line managers 


&- Providing, when appropriate, select information 
from Management Committee meetings, 


h, Approving individuals nominated to the DCI MAG, 

By Obviously, in addition to the above, the MAG Advisor 
provides the DCT with a mechanism for monitoring and, to a certain 
extent, controlling MAG activities, However, to my knowledge, 
this mechanism has never been abused, 


STATINTL 


SSistant Chief 
Logistics Services Division, OL 


Att 
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MEMORANDUM FOR: Director of Logistics 
SUBJECT > MSAG Office/Conference Room 


1. At the MSAG meeting of 23 April 1974, the 
DD/M&S indicated that he Wants to establish an 
office/conference room for the MSAG so that the unit 
is in a position to have a safe, receive mail, and 
otherwise have a permanent place to meet on a regular 
basis. In effect, the room should he large enough to 
accommodate a conference table for the nine MSAG 
members; a safe; and a desk for & part-time clerk/ 
secretary. The last item may be negotiable if arrange- 
ments can be made, 


2. I would much appreciate it if you would explore 
this requirement, and I'll be glad to discuss or check 
out likely locations in the Headquarters Building. 


Suspense: 28 May 1974, 


STATINTL 


Executive ficer to the 
Deputy Director 
for Management and Services 


STATINTL 
EO-DD/M&S : EE: kmg (26 Apr 74) 
Distribution: 
Orig - Adse 
-1T - DD/M&S Subject 
1 - DD/M&S Chrono 
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